
i 3.. Datss cf Series 

I 1978 1 To Date 

h r l i c s :  Latest 

induded are: 

i 

5. Records Series Title (followed by title used in office; if different) 

Batch Reports F i  l e  

Computer p r i n t o u t s  I,i.st i ng sh i pp 
de I eted. 

File is arranged: I 

ng l i n e  and items and in fo rmat ion  

Chrono log ica l l y ,  in fo rmat ion  on p r i n t o u t  i n  a lphabet ica l  o rde r  by 
sh ipp ing  l i n e .  

I 8. Monthlv Referenca Rate How often are records referred to which are: 
2 

; Thirteen to twenty-four months old 3 : Seven to twelve months old 3 1 One to l i x  months old 
! twenty-five months and older ? 

12 legal  boxes 9. Annual Rate of Accumulat iosf  Remrds 
Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify) 

I 



I 

11. Retention Requirements The foltowing requires the series to be kept: .*i 
a. State Law years. 1. Audit period - years. 
5. Sratute of limitation years. 
c. ‘&era1 iaw years. 

__ vears. 
f. Federal retention instructions years. 

e. Administrative need 5 

i : .~ 

Attach copy or axcerpt of laws or regvlations. Explain administrative ned. 

- - 1  ,~ - ~~~ - 

~. - 
~ - . ,  . -  I 

. . .  , . 
. .  , -  ~~ 

1 

.- . ~. 
12 A&?ved Disposition Indrudont . .  Thisagency recommendsthat the file series,be cut otf az thb endpf each: 

; ~ 0 Calendar Year: 0 F i e 1  , Year; . then, month . : - .  . . 
’ .  , i~ !~ 

Other 

F2 Hold in the current files area 6 month(s1 yeark; then 
~~ E Tranffer to I o d  hslding area. hold 2$ yeark); then : . .  

-0 ‘rrander to S?ate . .  &?cords Center: hold . - year(s1; then . .  

u Transfer to state Archives for permanent retention. . 

I 

. . .  , .  - 

, -  U,  Destroy. i 
- 

_ _  . . . .  
, . .  

3 Other !Specify! 

~~~ - . .  . .  

These instructions apply to al l  prio: and future accumulations of the series. 

Recommendations in para- 
;raph 1 2  are approved. 
‘If dispproved, attach letter 
;f explanatioir.) 


